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3 RECEIPT OF BLOOD SAMPLES INTO THE DIVISION OF FORENSIC SCIENCE 
 

CAUTION: DISPOSABLE GLOVES MUST BE WORN WHEN HANDLING BLOOD SAMPLES! 
 

3.1 DNA Data Bank samples may be hand delivered to any of the Division’s four laboratories and must be 
submitted to the DFS by a person authorized to deliver the samples, i.e., from law enforcement 
personnel or employees of jails, detention facilities, etc.  (Note: Employees of doctor’s offices and 
local health departments are NOT authorized to submit DNA Data Bank samples.)  Samples may also 
be received from authorized persons via mail or parcel service as long as the chain of custody is 
traceable and next day delivery is guaranteed.  

 
3.2 A DNA Data Bank Samples Submission Form (refer to Appendix B) must accompany the submission 

of all convicted offender blood samples. 
   

3.3 Prior to signing the chain of custody for receipt of the samples, a member of the DFS security staff, a 
member of the DNA Data Bank staff, or any other authorized DFS staff member will verify that the 
samples to be submitted are sealed and are the same as those listed on the accompanying DNA Data 
Bank Samples Submission Form. 

 
3.3.1 If a tube is not sealed, the DFS staff member will request that the submitter seal the tube with 

tape.  If the submitter is unwilling to do so, the sample cannot be received by the DFS and the 
unsealed sample shall be returned to the submitter.  The accompanying sample information on 
the DNA Data Bank Samples Submission Form must be lined through (NOT 
OBLITERATED) and initialed by the DFS staff member receiving the samples.  This 
individual will write on the submission form beside the lined through information that the tube 
was unsealed and returned to the submitter. 

   
3.3.2 If the form lists a sample that is not received, the inmate information on the form will be lined 

through (NOT OBLITERATED) and initialed by the DFS staff member receiving the 
samples.  This individual will write on the submission form beside the lined through 
information that the sample was not received.  The submitter may be requested to call the 
submitting facility before leaving DFS to notify the appropriate person of the missing sample.   

 
3.3.3 If a sample is submitted, but not listed on the submission form, the sample is given to the 

submitter for return to the submitting facility. 
 

3.4 After the DFS representative has verified that each sample listed on the DNA Data Bank Samples 
Submission Form has actually been submitted, the submitter will sign and date the appropriate spaces 
in the Chain of Custody portion of the form.  The DFS staff member receiving the samples will then 
sign and date the appropriate spaces for receipt of the samples in the Chain of Custody portion of the 
form.  The original (top copy) of the multi-part form is retained by the DFS as a permanent record and 
accompanies the samples to the DNA Data Bank located in the Central Laboratory.  The copy (second 
page) of the form is returned to the submitter.   

 
3.5 When samples are received via mail or parcel service, the accompanying DNA Data Bank Samples 

Submission Form will be signed and dated by a member of the DNA Data Bank staff immediately 
upon receipt of the samples.  All accompanying paperwork which documents the delivery of the 
samples will be stapled to the back of the submission form.  These documents will be retained as a 
permanent record by the DNA Data Bank. 
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3.6 The chain of custody at the bottom of the DNA Data Bank Samples Submission Form should 
completely document all DFS personnel who handle the samples through receipt of the samples into 
the DNA Data Bank.  

 
 

♦END 
 

 


